
 

 

 
Conducting Effective Meetings 

 
Meetings consume a major portion of most people’s workday.  Based on the responses 
of hundreds of participants, a common perspective is that (on average) 50% of the 
workday is wasted due to ineffective meetings.  A project manager could (in effect) 
double a project’s workforce (or dramatically cut costs) just by making meetings more 
effective!  Some of the most common complaints about meetings include: too long, too 
many, not focused, relaying non-relevant information which is rarely remembered, don’t 
produce desired results, no process for producing results, and meeting objectives not 
clear.  While a project manager may desire a cohesive team, how the team’s meetings 
are conducted may actually sabotage team operation. 
 
In this presentation you will get new perspectives on the purpose of a meeting, when to 
hold a meeting (and when not to), and specific guidelines on conducting effective 
meetings that people would not miss.  Software tools will be reviewed that support the 
implementation of these guidelines.  Using these guidelines, a NASA center senior 
executive group reduced their weekly meeting times from 8 hours to 2 hours, a result 
that still holds eight years later.  A project leadership team used web-based tools for 
action items, weekly status, risk management, and meeting minutes to dramatically 
increase the throughput and efficiency of recurring meetings.  The use of software tools 
in conjunction with effective meeting management improved the connection between 
team members and their individual accountabilities in the near term contributing to 
measurable results in fulfillment of year-long obligations. 
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